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AASIS Logon Icon

To start AASIS from the

. Windows Desktop, double
SAPlogon -click the SAPlogon

icon on the desktop screen
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You may access the SAPlogon window two ways.

One way is by double-clicking on the SAPlogon icon located on your
Windows desktop. This will bring up the Logon pad.
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AASIS Logon using the Menu Path
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You may also access the SAPlogon window by going through the Menu
Path from the Start button.

Menu Path: Start> All Programs > SAP Frontend > SAPlogon
This will bring up the Logon Pad.

Note: To place the AASIS Logon icon onto your desktop, right click on the
SAPlogon from the Start Menu. From the drop down, select Send to, then
select Desktop (create shortcut)
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The AASIS Logon Path

SAP Logon 620

* Select the system to be used by
Logon double-clicking your choice

Description
T PRD [44515]
or

 Place the cursor on the system
to be used and select the
“Logon” button

Properties

Groups...

4] 'i

Server...

1| | » Delete

[For Help. press Fi
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You may access AASIS by placing the cursor on the system
description that is to be used.

(example: PRD [AASIS])

After selecting, click the Logon button or double-click.
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The AASIS Logon Screen

er elp
& BldH 8@ SRE DDO0 FAE @m

Before you Log on to AASIS,
you will need:

User |
Password ~ ftAerees — A Client Nllmbel'
(PRD default 100)
Language — A User ID
— A Password

W7
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After selecting your system choice from the Logon Pad, the Logon screen will
appear.

To Log on to AASIS, you will need each of the following:

CLIENT NUMBER: A three digit numeric code to access clients. AASIS
PRD (Production) has a default of 100 but may vary when accessing other
clients.

USER ID: An assigned ID that identifies the user when logging on to the SAP
System.

PASSWORD: A combination of 8-characters that’s entered each time you log
on to AASIS.

LANGUAGE CODE: A specified language used throughout the system.
AASIS default code is EN (English).

Note:
N Your User ID must be obtained from your Agency Liaison.

W Once you have obtained your User ID, you will need to contact the AASIS Help
Desk to obtain your initial password. (501-683-2255)
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MNew passward
Repeat password

v X
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Creating a Password

LR R
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The 1% time you log
on to AASIS, you
will be prompted to
create a new password
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The SAP window for entering a new password appears:

1. Type in your new 8-digit personal password in the “New password”

field.

2. Retype your new 8-digit personal password in the “Repeat password”

field.

3. Select the Green Check mark or hit Enter

Note: When entering passwords, AASIS is not case sensitive, so entering
“candy01” or “CANDYO01” will give the same result.

Changing passwords: The AASIS system is set so that users will

automatically be prompted to change their passwords every 3 months.

You may change your password daily, if needed, by selecting the

“New password” icon after you have logged onto the system.

2-7

Logging On and Off AASIS



An AASIS Training Guide-AOBN AASIS Overview and Basic Navigation

Creating a Password

Should be kept private and never
given to ANY ONE
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Note: If the pre-defined rules in AASIS are not followed, an Error
message window will appear.
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Note: The initial log on
may display a Copyright
information window.
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Logging on to AASIS

SUF user name TESTHRR
First system logon

Copyright(c) SAP A6 1994,
811 rights reserved

License wio expiration

This software product, marketed by SAP AG
or 1ts distributors, includes proprietary
]tonnonents of the IBM Corporation.

Copyright (c) IBM Corporation 1993, 1994,
11 rights reserved

IBM and DB2 are trademarks of
International Business Machines Corporation.

L4 i
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Upon the initial log on, a window may appear with copyright and

licensing information.

Select the Green Check to continue.

This will take you to the AASIS initial screen entitled SAP Easy

Access.
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AASIS Initial Screen

BlaH @ DHE ntLaa BE @EB
SAP Easy Access AASIS MENU

EE || 62~ -

b (1 Favorites
b=
b [ Office
D> (3 Logistics
> [ Accounting
b (3 Human Resources
> [ Information Systems

> (O Special Transactions & Reports (State of Arkans
b (2 Tools

[ [ | Y]
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The SAP Easy Access AASIS Menu is the starting place for all
transactions and processes.
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Logging Off AASIS

AASIS Overview and Basic Navigation

@ | /nex BdH Cas SHE D0hoa BRE @0
SAP Easy Access AASIS MENU
BE| & EE 2| v

Though there are several

way of logging off of AASIS, the -m

quickest way is to select the X’
located at the top right hand
corner of the screen.

Note: Entering /nex into the Command Field will exit AASIS and
close the window immediately without prompting you to save.
This will also close all currently opened sessions.
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Logging Off AASIS

When logging off of the AASIS system, a message box will appear asking if you
want to log off or continue in AASIS.

Select ‘Yes”  Select “No’ to continue
to log off your log on in AASIS.
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